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Aruitoxt provided by Eic:

Th;s module contams three major pérts.

vocational stucu\t s on- the—job trammg

e -
-
- +

Mai:er{al on the procadutes for evaluatmg a

.

2. bample evaluaﬁdn instruments_for completmg
on~the~job training evaluations.

8. A vndeo—tane presentation showmg an
evaluation interv;ew. E

Prerequtsite for module. , ﬁﬁﬁé

.

: When you ?‘ave complete,d the medu you Wiii§

for evajuating students‘ bn-the—job
trianing :

Be abﬁe to conduct an evaluatlon mterv’ew
to discuss 'a student's on-the-job training:

. ; \
To begin thns self—mstruétional module, please turn to the
pre-test ~n: page2. o ; ST
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PRE-TEST: GOAL i

I

KNOW THE PURPOSES OF AND PROC&DURES FOR fVALUATi“q

§ STUDENTS* ON-THE-JOB TPAINING

< 0 - :

DIRECTIONS: If you w1sh tc attempt the moauie
assessment,; complete the questions
for the pre-test. If you do not wish’
to take the pre-tes., turn {0 page 3

to begin the Learning Acrivities

What is the main purpose o evaluating students' on-the-job trairing othec
than gradmg'

experlence7

s
#
i
/

What are the roIPs of {he trammg sponsor and the tEacher roordmator in
the evaluation process?

(3]

4. List a step-by-step piocedure for avaluating students' on-the-job training.

b - DIRECTIONS: When finished with the pre-test,
- please turn to page 21 and compare

If you mlssed any questlons read

o '
: PR KR PRLIADI K RANAA I 19
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‘to live as a productive member of society;

-as well as other skills needed to~be . .

‘to .chieve these goals, must provide its

tEARNiNG ACTIVITIES | ;

GOAL 1: KNOW THE PURPOSES OF AND PROCEGURES FOR EVALJATING
: STUDENTS' ON-THE-JOB TRAINING

BIREETIONS: Reaq. pages 37 and review the
sample evaluation forms on pages
8-12 Then complete the Self-

Checi.

INTRGDUCTION:

The cooperatjye work exper:ence prog:w; :
has several goals: The. program is orgati '
ized to: assist the student in developing

acaderniic, social, angi personal skiils needed

provide an: opportunity_ for the student. tc
receive exploratory work experiences; pro-
vide an opportunity for the student to .

develop work habits and personality tralts
peeded ina job; and provide an oppdrtunity
for the student to develop -basic job skills
successful in_an occupation: r

7 1e cooperative work experierice program,

stucdents with actual job experiences.
On-the-job training allows -the student to.
develop employment skills in a supervised
work . 's?é'tti’ri'g' In_order for the training
experience to_be successfui, the work

experience teacher-coordinator must .
carefully plan, organize, and evaluate
the work experience student's on-the-job

training.

After the work exper ence teacher coordmator develops the trammg plan in

cooperation with the.training sponsor, the student needs_ ta be evaluated on a

regular basis.to .determine if progress is-being made towaird developing the

>pecuﬂe )ob Skl”S The work experlence teacher coordmator should develop

provide the stud(-nt wuth mformatnon on current strengths and ané’.dS where
improvement is nzeded. ; :




DEVELOPING A 6YSTEM FOR EVALUATION

In developing an evaluation system, the teacher-coordinater must determine the ‘

purpose of the evaluation; what needs -to be evaluated, when evaluation should
occiur, and how to evaluate the student.

PURPOSE OF EVALUATION:

Evaluation iri education is very. often tied to the grading process.. Wnen a
student's on-the-job training is evaluated; the evaluation is usually used to
determine a grade as well. Whiie evaluation for grading is recessary, it ie .
important to realize that evaluation has other uses in_the cooperative program.
it can provide the student, the teacher-coordinator and. the training sponsor
with information that will be helpful in planning future instruction. The -
evaluation form should identify the personality traits, work habits; work adjust-
ment skills, and basic skills -nesded. for success in a job. The training sponsor
in evaluating the student's performance is identifying which skills the student
performs_weli"snd which skills the student needs to improve. The training.
cponsor ca. use the infarmatian from the completed evaluation form to assist

BT

the stadent in irproving specific job skills. The training sponsor can also

inform the teacher which skil's nged improvement so individual classroom .
instructich may be provided the student:. Of course, the. purpose of conducting
evaluations of students' on-the-job training must be specifically. identified

before anything else is begun. = The structure and content of the evaluation
form, the procedures used, and the use of the evaluation information may change L

based on the purpose of the evaluation. The teacher-coordinator should care- .

fully consider why evaluation is needed,; then state the purposes clearly So . - =
that students and employers will understand and support the evaluation procedures. i

WHAT TO EVALUATE:

The goals and"objectives nf the work experience program will provide information

on what to evaluate. Since the purpose ci the work experience program is to
- develop work adjustment skills and specific employment skills; these skills will
need to be evaluated. -In addition, the student’s _basic_job skills, social and

communications skills should be measured. Most teacher-coardinators also
evaluate the personality traits;, work habits, aud attitudes of the student.
. I

WHEN TO EVALUATE:

Evaluation should_oc€ur on a regular basis. Students need to be evaluated
often enough to receive reinforcement from {he evaluation. Frequent evaluation |

will emphasize positive behavior and effective job performance, and will encourage
* the students to continue that effective performance. In addition, skills that

require improvement can be corrected before. they seriously affect student per-

formance. A E)é’rﬂffo'i{ma’h'cé,év,a’luativ'n;s’hculd:bé- completed at least every five

to nine weeks if it is to be most useful to the student and the employer.




HOW TO E\l ALUATE

The evaloatlon wxll be completed by the tram-ng qporcor The trél,n"lh”g' sponsor
is in the best rp:ois:ltilon:fco:ob;ec,tlye,y,,evaluate the student's job performance.
However, the teacher -coordinator_must structure the evaluation process by

developing a procedure, providing evaluation materials, and scheduling and._

conducting an evaluation interview with the student and the training sponsor
after the evaluation form has been completed.

/

PROCEDURES FOR EVALUAT!ON

The fo'lowmg procedures should be followed in evaluatmg the student's on-the- jOb

training:

1. ldentlfy what is to be evaluated. An iﬁdporiaht pu&poée of the Work
experléﬁce program is to deve'op the job Skl“S of each student.- Of course those
skills -should be evaluated. Job analysis or competency studies can be used io
identify the important. skills of particular jobs. The teacher coordinator can

also discuss the job skilis with advisory committee members and training sponsors.

in addition to basic and technical job skills, the work habits, attitudes and

personal ty traits needed fqr job success. should bg,evaluated _Attendance,
appegrance, cooperation, dependability, etc. are impcriant in. many jobs. If they
are necessary for job success, they should be evaiusted: However, the tecacher-

coordinator should be careful not to include items that are unrelated tc tiie job:

~....2. Select or develop an evalaation form. The form tc be used in 'e”valuati'o'n'
:;borulqwlgeioafrefully ‘selected. ~Since the form will be usec by business peopie
and students, as well as the teacher, it must pe quite eesy to urnderstand and

use. . Also the form should allow: the siudent s performance to be evaluated as
eompletely as possible.

A variaty of evalustion formats are used to measure student performance ori-the-
job. They range from detailed competency lists of each. skill needed by an

in a work experlence program '

WHAT Tll EW,UHE

Basncjob
.Skills

Pefsomllty
Traits




Several examples of evaluation forms are shown on pages 8-12.

When selecting a form, the teacher-coordinator should look for onc that will be as - g
objective as possible. -Typically, ratings given only by a numerical ranking,. per- :
centage, or letter grade are quite subjective: Forms that give ¢ scriptive ratings
will be more objective and provide meaningful information on the strengths of the

student as well as areas needing improvement.
i

After examining ceveral evaluation forms; the teacher-coordinator may choose 0
develop a new. evaluation form or modify one to make it more useful for *he specific
orogram, It is always helpful, whether the evaluation form is new or modified; to
have the advisory comiiittee review the form for completeness and clarity.

3. Explain evaluation procedures. As '
students are accepted into the work eXxperience |
program, and as training sponsors.arée identified
to work with -the student, the evaluation pro-
cedures _should be explained, to each one: -
Evaluation is an important element in the .
effectiveness of on-the-job training. Students
and training sponsors must understand and be
willing to use the evaluation process: '

At the beginring of the year, the teacher-
coordinator should talk with each student -

and. training sponsor about the purpose of”

evaluztion, the form that will be used. how
i'ie evaluations will be conducted; when
evaluations will be scheduled, and how the
e\ uation information will be used: An
application interview or classtime could

be used to inform students of the proce-

dures. . Training sponsors should be

given the information at one of their

fFirst meetings with the coordinator.
Procedures should be summarized .in.2
Training Guide, or a brochure, of on-.

the evaluation form itself for the future
reference of training sponsors and students.

4. Take evaluation forms to training spensors. . As the time for evaluations
to be completed nears, the teacher-coordinator should prepare the students and
training sponsors for the process: At the time of the first evaluation, the . __
coordinator should review the procedure and_cvaluation form with the- students.
This may te tﬁg first job evaluation féf:@éﬁfgttidehts;,_ and they rpéy, have many
questions_and cgncerns. - The student should. understand that the piirpose of
the evaluation is to identify their job strengths as well as areas of needed
improverent: They should ynderstand that job criticism is given for the

purpose of improving their job perfcrmance and should not be taken as personal
criticism.




7

The teacher coorqutor should take the cvaluatlon forms to. the trai.ning sponsor

each time. -- they should not be mailed. Personal delivéry stresses ihe importance
of evaluation. It allows the coordinato:’. to review the.procedure with the training
sponsor and to emphasize important skills to be evaluated. Jn addition a specific

time& for an €valuadtion conference can be scheduled. This coordmatxon call need
not- be lengthy. but it is very nmportdnt!

‘

5. Schedule and conduct the evaluation inlerview. The evaluation is con-
ducted (o identify strengths and areas of needed improvement for tne student .
Information obtained through the evaliation is used to structure the next on- the-
job training period. To insure that everyone understands the ratings and
participates in the training process, an evaluation interview should-be scheduled.

The interview will iriclude the student, the training sponsor, and the teacher-
coordinator:

An evaluatlon enter\,.ev» often l”a.-, a negatlve lmaqe. This is due in IargP part- to
the problems people have in giving and recgiving criticism:  Since this. evaluation
is a part of a training program and not related to promotiors or pay decisions,

much of the negative image should be:removed. If the teacher-coordinator
observes some megative reactions io ihe. confererice from the student or training

sponsor, time shouid be spent in revnewmg the value of the interview and pro-

cedures to be uSed in the mtervnew dake sure. the student understands that

the purpose of the evaluation is to assist the. studerjt in becoming an _effective
employee. Criticisms are made to help the student nmprove their on-the-job

training performance.

The teaanr coordmator shouid con;roi the evaluat;on interview to insure a po;mve

atmospHere is maintained. Important strengths and weaknesses should be discussed,
and plans should be developed for the next training period. Each partucnpént
should be given ample oppor*umty to discuss the evaluation items. .

A queful record shOuId be Rept of the evaluatlon |nt°rvuew partnculariy lf infor-

mation was discussed that was not included -on the evaluation form. -1t may be

useful .or the. cooi-d,nator _ta meet. md;v:dually with the student and the trammg

9



STUDENT- TRAINEE PERFORMANCE EVALUATION g

POR THE GARLAND HEIGHTS WORK EXPERIENCE PROGHAM

&m Name___ — : > Training Station

Directions: Rate your student~t~ainece!s nr the roi.’towtﬁg areau f‘cr the hine-week grading period
Indicate the studentis pertomé by circling the phrige which best describes per-
formance;

L. Appeirdnce Outstanding in Neat b?-ééi | Aversge in Clean but Uritidy,
taste & care; well-groomed grooiing & caraless " carelessly
aluays well- ususElly. dress; care- of appear- dressed;
grooHsd 5 lass about ance & | slovenly

details of gmiiﬁg' in appear-’
grooning: otten Heg~ ance.
eé"u -

—_— — _ - 4pgeawnn

. Inftiative mays fj:ndmg Prequently Goes ahead Seldom goes ! Has to be
Jobs that need locks for: oh routine ahead on told everp
to be done. additicnal natters. own. ! thing to dos

o  |work to do, i
. Devendability 'Ihor-oughly de~ . \,ez-y 3epend- Réspc’rﬂsibié ’ sﬁm'e';iim'e'c Needg con-
pendable, trust- | able; needs but needs unreliable, | stant

B worthy, works 1ittle some dir- neglectful, watehing,

i, without super- supervisic a, ections. forgetful,

Lo 1 yimden. -~ - : . .
. Interest in work Keen, eager. ! &iert; tries Nomauy égamg indif- | Bored, shows
& work attitude to improve - enthusias tic rerent, lacks ) iittle enthu-
work in about drive;, often | siasm, no.
most cases. work. ‘needs prod- interest in
- = = vim. Work.
‘¢ PR I o T R R
. tcoserstion Cooperates Works ‘well. Usually cone Hard for Aluays
fully in all with associ- genial and others to wante
matters . ates. easy to work work with. own vay;
with, is_hard
e — - - : headed s
r .
Prozuress Exceptional Hago a;vanced Has made Has pro- - Has made
Progress made beyond expec- |average gressed 1in almost rio
| in skiils and “tation. progress in only a few progress.
xriouledge training. | phases of '
- e — e r'; training.
{
Poliows directions | Aliays Jdoes . Usually fol- Sometimes . Seldom fol- |.Never 1istens
work the way lows direc= | follows direc- ;| Iows direc- | to or foi-
told. 4 tions, asks. tions, wants tions . lows direc-
- : questimﬁ when | to do things tions.
L : unsure. — 1  owh Ways— {—— —
Self-zontrol: Stable and un- Belince of me- | Usually weli- Apathetic; toses.
usual control of sponsiveness controlied, unresporsive. | head easily.
i | _emotions. | -
Q . )
ERIC , _ 1o ; o
— — =~ o




Y ——

9. Puktuality Kiways on_ time; Oon time most On time; but Seidom oi. Alwiys
gets right to of the time. needs some prod-|time. tardy.
WOk, ding to start .
E— : R ®orks

10. uentity of work Superiosr pro- Very indusy~— | Volume of work |Does jurt Does not.
duction record: trious, does is satisfactory. |encugh to maet mini-
more than is get by. tmiR require-

o e : ments ;

131. Quallty of werk Highest gquality. | well done. Receptable. Passable. poor:
—— . . o L
|

12. Aility to learn Orasps 1deas Above average: Average: Rather slow | Very «low.
,' (:'hwy q\!(hf{l&}" - - Tt [ tO 1036'1.

13. Jusgment Displays excell= | Makes good Use | Displays aver- |Occasionally | Very poor
ent common sense. | of time. age Judgment. uses poor Judgment .

—dudgment., |

— d

14, Handling of systems| Knows business Usually care- | Means to be Makes errors | Chronic

systam, handles ful and careful but quite often. | error

it accurately. - -| dccurate,.— | forgets, , makers

15. Cleaning work area | Xeeps work area | Maintains Requires Ha'es and

always orderly in | work area _. en-. close super- | negiects

fine condition, | satisfactorily | ployment duty  Wision in ¢leaning
~ /| without super- | but gets 1t £ Teaning: duties,

- visdon, — ldone.

~

16; Arithmetic Muays asccurate. | Usually accu~ | Needs to be esds reme- | Can't per-
rate. more careful. {1al work form mathe-
uilding matical

ath sktiis. | computstions.

Kes many Comunica- .
opminica- tions #Ekille

17: Communications Extremely Usually uses | Sometimes =
' effective in all | effective  , | communicstions &

communications; communications.| are nct appro-  Lions mis- ire very
SEEE e T . . ' priate. bakes. - jpeer,

List those

kills the student completes well:.

w

hose skills that the student :eeds to improve: B

[
[t 3]
ot
[

Md1itiot.al Comments:

o Training Sponsor pate

ERIC | 11

Aruitoxt provided by Eic:



Studenit

PN

COOPERATIVE VOCATIONAL EDUCATION

TRAINING PEAN

-_TFa'iﬁih@ Péuo& Fi"bﬁ‘. e Y

Please check the Tranr.mg Column as 'trammq is provided for &arh itemn. Then at {ne

training period, evaluate each item by placing & chack mazk in the appropriate L—xk‘
Use the following code for evaluation:

Handhng Checks
Hanaiing Credit Cards
Figaring Bills
Open/Close Procedures
Restaurant Safety

Housekeeping

Training

- Evaluation

J——

Equipment o

I-Unsatisfactory: 2-Below Average; 3-Averc

U Ext:éiléhi

selling

Creetirg & for Sezuing
Expla‘ning Menus
Taking Orders -
Suggestion Selting
Serving Orders
Teleéphone Orders
Handling Complain®s

N ESToTauN

\’Ialuatmn

R il

SENEIL R

| e
<o

Business

Food Protection . andtools. o .
ealth Dept:. Requnre Grillz &€ Deep Fryu .
étting Tables. oo Ovens &/or Broilers
leaning Tables R Steam Tables B
Cleaning Floors,Windows Cold Units T 1
Machine,Hand/Pot Wash - DlshwasherS/Duposah o
Cleaning/Refiling Cendi- Slicers & Mixers )
ments S
L : Tr“nquJivatuaim
Training - Evalustion ) o e ,LB K
Tl . ' 3[ & Méi‘théﬁaiﬁiﬁd, - !
Food Preparation enu_Planning . —
Meats, Poultry ,Fish Ordering Supplies. Feod —
Vegetables - | Receiving Supplies /Food — ,:
Potatoes Censervation Supplies —— —
Sandwiches . Storing Supplies/Food =
Salads/Dressings Taking inventory
Bread, Pastries, Desseris Menu Design . }
Beverages Show Cards ——
Advertising 1
Point of Purchase |
Comment on major strengths and weaknesses of the student during this training period:
{
- \“\
o Training Sponsor -

S~ e




SALES TRAINING

EE&Q

CAMEES TRAINING 3P 6.\56Rﬁf7:;: - o
o0 TRF.ENE&u ATION
——— - — e e e
initial iFs-mno Pericd
) COHPETEN C*ES 70 BE DEVELGPED EVALUATICH
RUMA? SELE TlO.\., SV!LF 'E‘;’:‘ fiert X
- XESNEMY M
B iwnstrates o positive attitude to-:sard H store, |attitude . . . Q0 improveme. -
its merchandise, and services, | eeds ‘;orks
Horks. olﬁpen:r vo'y with customers,; co-workars, Improveme: T conperative z
snd maragers: < Courteousty Neads

t‘r*;'a- 'f‘us'v"‘-"i'er coarig Y.

onstr

Demo astes a concern for ine feehngs znd
rights of each individuali.

kcocepts criticier and usges it (v improve perfor-
mance.

: of the sales posntion.

ainped. effec*we work hablts suct 25 punctu-

"; depencabx!ny and m;tfateve.

1C éi".d i'd!lbﬁ'? dl?‘éttlﬁhé

Laglenc assngnments
Exetel mfo"mauon from cusioners and ‘managers.
A Eficctively corrmu‘wace}gcr with customers; em-

St
;i?:dyees, and manaqer

Damonst atc:z' tbp abJI:tv to pertcr-n needed mathe
&

B i Co rnptﬁa .ons.
__hm:«mons\rates the abxhty to effectively use a cash
register and make change.
Dmomtrates the ability to hond!e all types of
cules transactions such as layaway, :change.
or refunds.

‘ns tasks in 5ddmon to the .,ales fU‘TCUOﬂS
ete:

- 'P:Arfr
- such as hOJ';ekeepn , stockkeepmg

S z::d mari mor-

ies merchandise information found on tags,

leaflets euc

g St
.

racks,

and dlspl ays.

Abmty to stock .,helves
Demonstrates effective useé of tine.
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| serves customer

Erjpr oV eme n‘t

QK

Shows concarn

i for people n'rprpvmjem, :
Accep“f‘ - - N@ds
criticisin well OK Emprovazzent
Follows Hg@df o
rules well OK imprs wamem,
Learned . Needs
respoiisibilities OK improvement
Needs Excelient
improvement = -~ - work habits = '.BK— .
_o Lol oL Z ng hl

oK - =~ Well dressed ImEnavemen_}v
- - Nesds —
Good hymene 0K l_prov&ﬁémf
Completed , Needs =~
assignments weil OK. Improvenent
Needs Commaunicates

Improvement well oo ,GK,,
- . o Needs -

OK _ Uses correctly lmufo‘«@m\m
Parforms Needs
well 0K Improvement
Uses _cash Neaads .

register wail ngrove

0K __

Hardles , Nesds .
weli OK improvemant
Performs Meeds ,
duties weil fmprovenen OK_
K,qowg s N"'eﬁr
locatic oK e ir‘grok'&’ient
S : Né§d5 Performg
OK Improvement Skills welt
Studses, — " Needs .
:nformanon - OK %mj@ueni =
E%&e!!e,m Needs .
0”, 7 ability : @mvmntf
W”‘;Luse - Néeds,,
time =~ - . QK improvemnent




SALES TRAINING PLAR

_ COMPETENCIES TO BE DEVELOS

—_

ALE é ATTITUDES

& £
. MR
isplays thne aut :tudzwoiff givirng the custic the
best Jer‘; ce an ng. tr@amtent gf'."'sble.

Qmws _a sinceré Lrta

p"obiefn:s.

comers and thair

Asks guestions. to determine cusiomer nests
buwng modvc;.

§ tu
salas

'z’
to devek,p \he
e&ds of the rustome

D’*c‘v:d»fﬂs 5
Qrod

Deﬁ‘lﬂnsti’ct*’“
uster i Lo cren
Uses izl 2losing
timae:
Informy the cusiem ef garv: o3 provided DY
the store.
_ Usas effective su ggéstitﬂi s3liing echrivguus:
Reassurires clstomer il F
bhuying cecision.
GIRECTIONS: P! ease g:ve the t sining 'ré'r*“-:i just

he-job performance,
5¢ needed improva

AREAS OF

P e TR

improvemnent

maereﬁ R N

Meeds
C 24 lniproveman
vmcere -

CK

Scﬂv me.rm wandi

.JC’ E\\
S .w@:ﬁétﬂ

tlmmre

NEBCS
gmprovemem _
uor»d use
of duestionsg -
f{na}y:zes
gell
N.:%’Js
meprc’""‘*"}“nt
l Neads
GK oo Demenstiratis wel ﬂimpiavmm*t
Heed s Uses. trial..
i"repmv&mn‘ . glosirg well
tnforas - well O
‘:ugge_stlor -
seiling eifef*ti\ﬁew 7*7,7,\'1& improvement
Rezssures Needs -
welt -~ — - m grovemérﬁ; O

ror(p!eted cc,,rmul consideration.
he/she must understand
Blease list these

ment.

Ifa

vE’aEQ ,L EM??GVEME?
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i

Using the sample evajuation forms on pages 8-12 or other scurces of

information, develop ar evaluatien form to be used in your work
gxpérience program.

2. Using an audio~tape recorder, record a description of the evaiuation

procedures you will use in your program.. Assume the information is
being prepared for 2 new training-speonsor; prepare aone-psye brechure

io be given to a training sponsor that describes the evaluation prccecures.

DIRECTIONS: When finished compare your answers

If you would like additional informatior;

please turn to the Additional Resources

listed on page 24.

-t‘f"""““
e

with the information on pages 3-12.



PRE-TEST: GOAL 2

""" £ TO CONDUCT AN EVALUATION INTERVIEW TO
A STUDENT'!S ON-THE-JOB TRAINING

If you wish to attempt the module
assessmeni, complete the questions
for the pre-test. If not, turn to
page 15 to begir the Lezrning
Activities.

DIRECTIONS:

1. What should the tezcher-coordinator do to prepare for the evaluation interview!?

2. What are the three maior det

erminants of a successful evaluation interview?

3. What should the student's role be in the evaluation interview?

How should the training plan be used in the evaluation interview?

FEa

DIRECTIONS: When finished with the p.re-test, turn

-0 page 21 and compare your arniswers

! with the pre-test key. If you missed
any of the questions, complete the

learning activities.

16
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LE:ARN!NU AC i I\/ETEES

COAL 2: BE ABLE TO CONDUCT AN EVALUATION INTERVIZW TO
DISCUSS A STUDENT'S ON-THE-JOB TRAINING

DIRECTIONS: Please read the information on
pages 15-18 and watch the video
tape presentation of ar evaluation
interview. Then LOT"}D[“T(" the

post-test item: on Pace Z0.

INTRODUCTION:

The evaluation p:‘océssié not.
'z_o'r'ri'p'lété 'u"ritil a ,c,o,rif’e'réh'c:»;-? héé

The conference prowdes an. oppor—

tunity for the training sponsor,

the student, and the teacher-
coordinator to discuss the student's
performance and to -plan for the
next training period.

0F the evaluation. process is not
carefully controlled,- it can be-
come a very negative experience
for ,the student and the training
sponsor. -The evaluation inter- -
view provides an-excellent _
opportunity for the teacher-
coordinator to show the value
of the evaluation process as
well as to create a positive
atmosph«. e.
!t is often dlfflCUlt for the
student to interpret the.
evalpation form without some
discussion.. The training .

sponsor- can usually provide

more information about the
student’s performance through Ve
an- interview than is possible

using the evaluation. form

alone.  On-the-job- fra'mng can -

be 1mpr0ved if each. person involved
carefully reviews and discusses the

strengths and weaknesses of the.

student's performance and agrees on

methods fur improving performance:

Planning the Evaluation interview

.

The gejagbegicgogdmater is. responsnble for planmng and |mprementmg the entire
evaluation process intluding. the evaluation interview. _The inierview. should be

scheduled as soon as possible after the training spoensor has completed ;the
evaluation f'orm. A time can be established that is convenient for both the

EKC training sponsor and the student.

|
i |
3! |




E

O

interview: A location shouild be avaiiable s0 that i
iriterrugtions anZ provides a relaxed tmospher"’

frﬂule time sh' uld be a\/chlab[e s¢ No ohe feels {Sfes'
R4

i5

T“" teacnelr-coordinator must

sponsor for the first interview. Most students have never
:manve e‘/avuated and mar:/ training sponsors have r'ever partzmpateu
cornferences. Both may Le aoprehensnve about the interview and unsure of how
the interview. will be conducied. To reduce the apprer Hension,
coordingtor should make sure that each jerson understand the pu»
gvajyation process -- 1o 1mprm/e tie student's performance.
sAnuld discuss the interview orocedures with each student and. tr ammg spons
if the first evaluation mter—

‘ew - bositive and_successful Tor ke student and the training sponsor;

to_ the conference and cmwer ail ud@SthﬂS.

. e o3 witi be much easier:

CONDUCTING THE EVALUATION W

Tl 6 major dptermmant; of f a succescml
{2] content, and (3) out comes

oositive, L,L,’nfOflable atmosphere, keep dssmssxan djrected tOWard the evaluéuon
of the stud--t's iob performance, and insure that the interview is completed by

establishin  ozis for the next training period.

5}9}959?\':;,; The interviev . provxdes an Qpportunny
for the e 'iange of information about the student's
p,é'rf’o'rméme,on the job. The result of that exchange
should. ..ovide for recognition of student successes
as well as improvement of performance.

Tne teacher - coardmator cannot assumme Lhct the intzr-
view will be a positive, comfortable experievce..
Careful plarining must be done to insure the success .
of the interview. Before the mtervxew th teacher:
shouid review the evaluation form to determine how
the training spansor has rated -the student's per-
formance. . At the same _time, the teacher must
dietermine the appropriate cour‘selmg method to

yse in conducting the interview. If a directive

styla i& used, the student is told rather specifically
what changes in-performance are expected. . A_non-
directive slyle allows more student partizipation in
determining areas of improvement needed- and how
that improvement will be_accomplished. The -
upjectives and expected outcomes of the interview

should be Outhned bpforo the mtervxew to insure

‘hen the interview begins, the first few minutes
should be spent putting the student at-ease. Then

the purpose. of the session and the evaluation form
should be briefly reviewed.

RIC
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ob perfor-.
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Content. The eva’uat:on interview js an opportumty for +he fu:l discussion of
{né student's on- the-job training experience. The. feeiings of the student are.
just as important as the. facts. . The interview must not be dominated by either

the teacher-ccordinator or the trammg sponisci. The student must be given the
spoortunity to discuss the job, strengins as well as problems, and ways the
student behoves smprovement can be made. The teacher must encourage student
participation during the interview. This can be cone by asking guestions

listening, suppdrtihg the student’s ¢ temenis, and keeping criticism at a8 minimum.
Since the | .rpcse of eva.Uat:ng is to measure Su.udent pvogress r“ucn of. the
interview time should be spent review. g successful performance and areas whegre
the student has shown the most notlceable improvement. Areas where improvererit
i§ needed must be discussed but should not dominaic the interview. When problems
are discussed, the focus should remain 6ri how the siudent can improve performance

2ther than the problem itself, The entire evaluation faorm should be reviewed, but

ﬁiim?!Of’lt‘/ of the interview time chouid be devoted to a discussion of. student
success, impertant strengths, and methods of improving performance during the

next t*‘ammg period.

Outconies. - lh’ tedcher coordmator must- be conf"dent that the student S perfor~

Fancehas been ﬁhgroughiy discussed and. there is _general agreement on the_
perfaormance. Then attention can be focused on the next training pericc. Before

the interview is completed, plans for that period should be develocped and agreed

Tue Training Pian provides a useful format for completing the evaluation process.
Tne pien can be reviewed and. updated based on the results of the evaluation.
In_addition, the teacher-coordinator can identify related classrocm instruction

that _may helg the student improve performance. Specific activities can be
identified to be accomplished during the next training period.

Internst m the t:?rnmg

The ;étudéhiSi’jbﬁjd;é,ctiveiy ;:;.rt:cxpate -in thlS planmr‘g
chiould increase if the stucznt becomes involved in the pirocess. Since the studen
has_experience_in the business, his or_ her suggestions can be very \,'aiuable in

improving the training: In addition, the student can more clearly; see the

relationship between the evaluation just completed and the next training period.
Cooperation and enthisiasm should result. In order. to achieve these benefits,
however, the student i..:z{ do more than ,observe, The teacher-coordinator anr u
training SbéhSdi‘ must encourage the student to pélth!pate

GIR

TEN COMMANDWMENTS FOR CONDUETING AN EVALUATION CF THE STUDENT'
CN-THE-JOB TRAINING PERFORMANCE

The eva!uatlon interview is an |mp0rtant part of the evaiualivit process: ﬁ. e
evaluation interview, however, is a difficult procedure for mariy business p eotle
nanagers, -or supervisors-to conduct. -The teacher-coordinator must carefully
plar each interview to make sure that it provides an oppertunity for the -
discussion_of the student's performance. _Atmosphere anc content shouid be

carefully controlled. However, the teacher-coordinator should not dominate .

the interview, but en"ou.agé the student and training 5ror~c0f tc. discuss the
evaluation. The following ideas should prove beneficial in making the evaluation
interview a positive experience for the student:

~{
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re ‘he interview is conducted in a guiet, private place, wni
annovying int2rruptions. : ' ’

Pian for the evaluzstion interview. (See Appendix for planning form.]

Explain that the purpose of the evaluation interview i5 to measurz stucent
rogress and to identify performance ov skilis which are performed welil
nd those skills which need improvement. Malie sure the student reziizes

Rzt the pu: pose of the interview is to z2scist him/her in improving on-the-

3

T

g training performance:

art the interview by putting the stucdent at ease. Remain calm regarciess
stucdent attitude or student behavior:

Start the interview wiih positive comments about skilis the student periorms

LISTEN TO THE STUDENT -- part of the purpose of the evaluation interview
is to gain information or learri. more about_the student's attitude toward the .
on-the-job trainirng. The student should be given the opportunity to dis-uss
strengths and areas of needed improvement, as well as discuss means of
improving performance.

CORRECT ACTIONS -- DON'T ATTACK THE STUDENT -- The evaluation inter-
view should center on an evaluatic.: of the student's performance of the basic
iob skilis, work adjustment skills, human_relations skills, and specific job

Clills moeded to be successful in an occupation. Talk about objective job-skill

I, (8%

performance, NOT about subjective factors. ‘

OFFER ENCOURAGEMENT -- Make sure the student understands that you

belic- -~ he/she does more things right than wrong. Offer sincere complimerits

whe: .nhe student's performance merits your positive reinforcements: when

the student needs to improve a skill, make sure you provide suggestions ;
and/or instructions on huw to improve their ‘performance.

LEAVE THE STUDENT ANXIOUS TO IMPROVE -- Make sure the student
realizes that you are not attacking him/ber. Help the student identify
ways they can improve the on-the-job training performance.

SLAN FOR FOLEOW UP PROCEDURES -- Suggest how. the student will receive
instruction to improve -- classroom instruction from the teacher-coordinator
or specific job instruction from the training sponsor. _Give the student

specific instruction on the why, how, and whens for improving.

The evaluation interview is not complete untii plans have been developed
and_agreed upon for the next training period. '~ e evaluation interview
is completed successfully, on-the-job training - more effective in
the fiutuare:

" 2
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GUIDESHEET FOR THE VIDECTAPE
FUALUATING STUDENT Gh-THE-JOB TRAININT

/OU \’zew
the _7'atua

coniterence

T ;"V.A H . . ~ = v ' C(— im =opm ~ el ol PR (r-. =g - e~ Ny by 5 i~ o R Y
: l g PO Fei L g 300NsGr ehnid zr‘c;.i.cx’”'\,bC‘I’O’ LZL0r prepare or the STvEaY

i, How dic the teschar-coordinator put tne student at case?

ring the conference’

&

m ~ L il £ ab P T PN
4. s the roie of the teacher colirdinztor?

Whn pi:m: were nade for the next training persod

(€41l

.

DIRECTIONS: When you have compieted this guide-

sheet, please turn to page 20 for the
post-test. - If you feel you need
additional mformat:on sefore attémipting
the post-test, turn to the Additional

- Resources on page 24.

i
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is thie main purposs of evaluating the studeént's on-the-job tr

T8l fw 5 & ‘ = 3 2
wWhat J clnino!

List at ieast five procedures which shouid be foilowed in evaluéiing tne
student’s on~the-job training:

Gutline - ten- technicues for correcting which may 2ssist you in conducting

ge)
(\QJ‘
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1o Wnet is them jO’“ DU rpoee o7 evaiuat ;' studeni's on-tne-job rat o otnc
thar: gradi~c?
“valuation should provide the teacher,
witn [information cn the sirengths zrd
for the student. The information can
rext treining pericd
2. Why should evaiuziion occur on & recular basis coring & Students we
xperierice?
Students need to be evaliiated often enocugh to reczive reinforcem f.‘
from the evaluation. It can emp“auze positive behavior and correc
~roblems tefore they become serious.
. What are "he roles of the tl 2iring sp:)nsor anc .z teacher-coOrcinator
in the avaluation pirocess?
The xra:*iih'g Sponsor co'npfeteb tk‘e eVnIuatlon foxm and patuc pate\
in the evaluation interview with the student-and the teacher-coordinato.
Tiw teacher-coordinator develops an evaluation procediire, provides
ra-';«:‘wt on materialis, ndischeduie; and conducts an evaluation inter-
view with the student and the training sponsor.
4. List & step-by-ster procedure for evaluating students' on- the- job training:

T, ldentify what is_tc be evaluated..

. Selent or dev elcp an evaluaticn form. {

3 Expiain ewﬁ! ation procedures

5. Take eva.natmn forms to tramlng qponsors

S, Scheduir and conduct the evaluation interview:

Wizt srould the teacher-coordinator do to pre: e for the évaiuation intervies

5. ScheGile the | iwi view as soon as possitie af fter the evalualion is ccmpueth
. Schecule © ¢ e that ic convenient for everyere and zllows gnounh tima
for a full ..,scussion.

.. Review |3 oucedures with the student and the ird ning spote and answel
any que ons.

.-

L. Vinat are ine three maior determinants of a successful evalastion interview’

Aimosphere. cotitent, and adicomes

ERIC
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q.o evaluation intervievs

o L F
ol

o

-

ol

..L.': o~
S roLc

(1‘1‘

[ S ~ V.IV' + - Vr‘
Yoo ot snowis the stud

The Luder{g fhoulg take an active pa"‘,ign the interview. F
should be encouraged fo discuss the eva: uation, supply addx”
informaticn te be considered; snd suggést ways to Improve the

te agmng E,.\’D"I"“’ ice.

Ve whe next lraining period i
aiéé Fé?fzc:pate.,, In the way the student can see the relationship
en the evaiuation and training and shiould become more
interested in the training.

Eow should the training plan be ucgzd in the eva!uat'” interview?

he T"afmnq Plar} cén be L .4 to pian for tl"e next trainiug perioC
at the end of the interview. it should be reviewed and updated on

tve basis of tne results of the evaluatuoen.

<
e
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&t is the main purpos: of rzva‘..a\.a.cx thé stucent's on-the-ich training?

[ - L

Te provide the tescher, stucent, S train MNg sponsor with injormeticn oo
the student's strengths -nd areas of ﬂei—‘-C‘ﬁd improvement:

m:i

L?st at least five procec ires which shouid be foliowed in eval dtmf* the
C o e e

UL—-“

) Pd) s
. P

[U AT o

he

—

G2 o

(G5 A

Select or deveiop an evamat on ferm ]

Explain evaluation procedures. to the i'f?',r,‘,mg sponsor and the student.

Take evzluation forms to the training sponsc:
Schedule and conduct the evzluziion interview

Oufhne ten techmcues for correbtmg vahu_n may assist you in conducting
iR
L4

evaluation interview.

MaKe sare the mter\/lew is conducted in & guiet; privzie p:ace free

from interruptions

Plan for the evaiuation interview.

Explain the purpose: of the interview to Lhe student.

Star! the interview by putt mg the student at ease.

Stert the interview with positive comments about the st ude“x“s on-the- jOb

training performance:

Listen to the stodent:
Cor"e'“t actions - do=-'1 attacr: the stucsun

Offer en couragement

Plc.n for follow up procedu.;



ZDDITIC & RESOLRCES

: e Center {or Vocetionai Educat.on. I !
Lodules, J-8:. -Evaluate Co-o5 Students' On-ih zrform
Georgiz: American Association fbif Vocational Instructionsl Materiais;
i BN ega;m«l 6 Anziysis 2nd- .L0b
H [ Flerchznis /5 ssociation; 1375
veiional Reztaii Merchants Associetion, Apprzisir~ Retzi! Executive
Fe zﬂ,rmaﬂfc N.Y., N.Y., 1865,
3 .zier, Norman R L, Interview - Three Basiz Anproaches,
Lniversity Assoc Cshifornia, 1976.
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Appendix - ¥

GUIDE FOR PLANNING A VOCATIONAL STURENTS
ON-THE-JOB TRAIMING EVALUATION INTERYVIEW

Date

xzme of t?"ié $tﬁdéht

Training Sponsor

‘i'*“‘mnﬂ thw'\

Lot vmcs znd =nterests of student

vuJ'ZC"{VtS OF THE EVALUATION IN ER\ME

‘p."*a\ oo you. want,M accomplish during the evalusticn intervicr? {Fles.. list

vt the 52 rforms well:
. o5 skills the student needs 1o improve
B
4,
/3
[ /
) ,
< :
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Appendix - 2

TIMING THE INTERVIEW

How iong should the evaiuation intzrview take: minutes. Have you plann
is so you will ngl i inlerruptec’

the evaluz: in interview and made arrangement
Iz there anything you want the student o 9o

Q

o prepare o ihe interview?

OPEN NG THE EVALUATION INTERVIEW
What will you do or say to put the student at ease!

What favorabie comments can you make to the student to begin the evaluation inter-
view? [(All students have more good than bad in them; more rignt than wrong,
s things deservi- . praise than criticism. }

the interview? -i.e. What skiils seer. to come easy for you? What skilis are more
difficait and skiits which you need to improve!

What questior: wili you ask or whai il you say to begin the evaluation part of

‘dentify areas of needed improvement and ask the student W st shouid be done to
improve those job skills. Agree upon some procedures or techniques which the

student should practice tc improve performance.

CLOSING REMARKS: |
Summarize the session. Encourage the student and offer suggestions for improve-

ment. ldentify specific skills to work on and procedures or techniques for im-

provement. Close the interview by planning the date for the next evaluation in-

1o
X






